VETS-100/VETS-100A Reporting System
User Manual for 2011
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Overview

The VETS 100 System

The VETS 100 System is a system created by the Department of Labor enabling employers to submit their annual
report on the number of current employees who are covered veterans as well as to report the number of new hires
during the reporting period who are qualified covered veterans. It also enables Federal Contracting Officers to view
the reports received from Federal contractors and subcontractors.

To use the system, you need to log into the VETS 100 system, open a browser window and go to
https://webapps.dol.gov/vets100. (Figure 1)

UNITED STATES RTMENT O OR

Veterans' Employment and
Training Service

Login Register Contact

For ot Password f Reset Password

VETS100

Figure 1 — Initial VETS100 Screen

Before You File

Do You Need to File?

(NOTE: Due to a necessary system change, all historical user accounts and information were removed from the
VETS100 system effective 10/31/2011. As a result, ALL USERS are required to complete a new registration for the
VETS100 application. During the new registration process you will receive a new account and your company will
receive a new Company Code. Only the new company code will allow you to access your account. It is important
that you retain your new Company Code as it will be required if a new user needs to be added to your company’s
account in the future. )

1. Click the Login Tab on the first page. (Figure 2)
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https://webapps.dol.gov/vets100

NITED STATES DEPARTMENT OF LABOR

Veterans' Employment and
Training Service

ﬂ Change Password

Figure 2 — Login Tab

2. At the bottom of the Login Screen (Figure 3), click the Report Wizard link to determine which report,
(VETS-100 or VETS-100A) if any, your company is required to complete.

VETS100

VETS100 Login, Current Cycle:2011

Important Hote for all VETS100 Users:

Due to a necessary system change, all historical user accounts and information were removed from the VELS100 syatem
effective 1003172011, A= a result, ALL USERS are required to complete a newy registration far the WETS100 &plicaﬂun.
During the nesy registration process you will receive a newy account and your company will receive a nesy Company
Code. Only the new company code will allowy wou to access vour account. | is important that you retain your new
Company Code as it will be reqguired if & new uzer needs to be added to your company's account in the future.

To access the WETS100 application, please choose fram the options below:

1. Ta register a company for the 2011 oycle | Begister for the 2011 cycle.

2. To log into the YETS100 system (for those wwho have redistered for the 2011 cycle) :

EMML: |

Faszword: |
Lagin
3. 1f you have already completed a registration far the 2011 cycle but forgot yvour password: Forgot Password?

4. 1If your company haz already completed a registration for 2011 cycleand yvou want to add anather company contact
person: Creste Mew User for Existing Company.

5.1 wou are a Federal Contracting Officer and wwant to register for an account: Contracting Officer Reqistration Page

Report Wizard

Uze thE Report Wizard go determine wwhich report (WETS-100 ar VETS-1004] if any your company is required to complete.

Figure 3 — VETS100 Login Screen
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3. Answer each question.
4. Click the SUBMIT button.

(NOTE: Depending on your answers you may be asked an additional question. Click the SUBMIT button after
answering each question).

5. Once the Wizard has collected enough detail it will determine whether you are required to file and, if so,
which form(s) you need to complete.

6. Ifno formis required (Figure 4), you are encouraged to print and save this screen in case there are any
questions about your filing status at a later date.

Contact

Forgot Password | Reset Password

Yets100 Report Wizard

Welcome! This wizard will help you determine which version of the WYETS-100 Report your compary is required to file.

I5 waur firm a Bank or Financial Institution that sells U.S. Savings Bonds ar are you FOIC insured?
Coves & o

Does your firm have a CURRENT Federal contract that was awarded prior to December 1, 2003 with a value of $25k
or more?
Cves & o

Does your firm have a CURRENT Federal contract that was awarded on or after December 1, 2003 with a value of

4100k ar more?
Cves @ No

Submit

Wets100 Form is MOT required
Wets100A Form is MOT required

Figure 4 — Wizard Results

If you are required to file a VETS100 Report you must complete a new registration for the VETS100 application.
This is true even if you have filed a VETS100 report in the past. You will receive a new Company Code. Only the
new company code will allow you to access your account.
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Register

If you are trying to file either the VETS 100 or VETS 100A for 2011 for first time, click on either the Login or
Register Tab. Either tab will bring you to the VETS100 Login Screen. (Figure 6)

1. Click the link: Register for the 2011 cycle.

Veterans' Empiloyment and
Trainlzgl Service

X

Change Password 'ﬁ

VETS100

VETS100 Login, Current Cyele:2011

Important Hote for all VETS100 Users:

Dueto a necessary system change, all historical user accounts and informsation were removed from the VETS100 system
effective 107312011, Az a result, ALL USERS are required to complete s new registration for the VETS100 %plicaﬂon.
During the new registration process you will receive & newy account and your company will receive a new Company
Code, Only the newy company code will sllowe you to access your account, | is important that vou retain your ness
Company Code az it will be required if 2 new uzer needs to be added to your company's account in the future.

To access the WETS100 application, plesse choose from the options below:

1. Tao register & company for the 2011 C\,fclel Redister for the 2011 cycle. I

2. Tolog irto the WETS1 00 system (for those who have registered for the 2011 cycle)

EmaL: |

Password: |
Laogin
3. If you hawe already completed a registration for the 2011 cycle but forgot your password: Eorgaot Passwaord?

4. 1f wour company has already completed a registration for 2011 cyeleand you wwart to sdd ancther compsny cortact
person: Creste Mewe User for Existing Company.

5.1 you are a Federal Contracting Officer and want to register for an account: Contracting Officer Registration Page
Report Wizard

Usze the Report Wizard to determing which report (WETS-100 o WETS-1004) i any your company i recuired 1o complete.

Figure 6 — Register for 2011 Cycle
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2. Enter your company’s information in the form.

3. Click the REGISTER button. (Figure 7)

Mate: If wou are a Contracting Officer, please redister using the Contracting Officer Redistration Page

If you already have a YETS-1005 004 Company Mumber, but do not have & loging please register using the Existing Company
Registration Page

Campany Information

Ernployer Identification
Hurnber [EIN]: 11 %

Carmpany Mame: |YOU[‘ company
Addrass: |'Your company address
chy Stk zp
[Your city vAzlpowo-
Courty: | Your county
Contact Info
First Hame | First
Last Hame | Name
Ermnail: | Youremailname@your emailaddress.com
Fhone: 55513331212

Pasz=vword must be st least 2 characters, use =t least one digit and one alphabetic character, and most not

cortain special characters.

FPassword: 00000000
Corfirm Password: 00000000

Register
If wou hawve already registered and hawve 3 confirmation code, please enterthe code on th:iRegistratic-n Confirmation Page I

Figure 7 — Register for 2011
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4. To view definitions for any terms on this screen, click the Help tab and open VETS Frequently Asked

Questions (Figure 8).

Login

Forgot Password [ Reset Password

VETS100

T T e T T T T ronpving the link below
YETS Freguently Asked Questions
Oriyod need any assistance, please contact the Vets 100 Helpdesk at (866 237-02745 or send an email to
YETS100-CustomerSuppart@E@dal.goy

Figure 8 — Frequently Asked Questions

5. After clicking REGISTER, an email confirming successful registration (Figure 9) will be sent to your
chosen email account.

(NOTE: There may be a several minute delay before this message is received.)

Dearlma-Test, T
.

Email:-imatest @ testhod. com
-

Please-confirmvour-VETS-100-registration-by-clicking-on-the-link-below
-

Confirm-Vets-100-Reporting-Svstem-Fegistration
-

Ifvou-donot-see alink, please- visit. hitps:'webapps. dol gov ' vets 100 regconfirm. aspx-and- copyv-and-paste-the-
followmg-mmformation-n-the-"Registration-Code” box

©

4FC8A3T646DB134EB3C4X30821D1FS2E2D2853EY

-
Ifvounesdany-assistance, - Please- contact-the-Vets100-Customer Support-at:]
1-866-237-0275-orsend-an-emailto:f
Vets100-Customer Support @ dol gov¥

Figure 9 - Confirmation Email

6. Open the email message and click Confirm VETS-100 Report Registration to proceed.

(NOTE: You can also access the Registration Confirmation Page from the Registration screen (Figure 7).
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7. Copy the validation code from your e-mail message.
8. Paste this string of letters and numbers into the Registration Confirmation field. (Figure 10)

(NOTE: You can also write the code on a piece of paper to retype in the form, however, the electronic copy and
paste functions will prevent entry errors)

Click the SUBMIT button.

Contact

Chan & Passward W

Back

Registration Confirmation

Please paste in the validation code frarn your confitrmation email and press Submit.
| 4FC8A3J646DB134EB3C4X39821D1F52E2D2853E

Subrmit |

Figure 10 — Submit Confirmation Code
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Create a New User for an Existing Company

If your company has filed a report during the 2010 cycle and you want to add another contact person, click the link
within item #4 “Create New User for Existing Company” (Figure 11).

Veterans' Employment and
Training Service

Login Jegister Contact

Change Password

VETS100

VETS100 Login, Current Cycle:2011

Important Hote for all VETS100 Users:

Due to & neces=zary system change, all historical user accounts and information were remowved from the YETS100 system
effective 1003172011 . Az 3 result, ALL USERS are required to complete a nenw registration for the WETS100 application. During the
new registration process you will receive a new account and your company will receive a neve Company Code. Only the new
company code will allovy wou to access your account. |t is important that you retain your neve Company Code as it will be required
if & nenw uzer needs to be added to your company's account in the future.

To access the WETS100 application, pleazse chooze from the options below:
1. To register & company for the 2011 cycle : Begister for the 2011 cycle.

2. Tolog irto the YETS100 system (for those who have registered for the 2001 cycle)

EmalL: |

Fassweord: |

Lo

3. If wou have already completed a registration for the 2011 cycle but forgot your password: Forgot Password?

giztration for 2001 cycleand you want to add another company contact perzon:
Creste Mewe User for Existing Company.

3.1 wou are a Federal Contracting Officer and want to register for an account: Contracting Officer Registration Page

Report Wizard

Use the Report Wizard to determing which report (WETS-100 or WETS-1004) if any your company is required to complete.

Figure 11 — Creating a New User for an Already Registered Company
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1. Enter your company’s information. (Figure 12)

(NOTE: You will need to know your company’s VETS100 Company Number and EIN).

Login

Back |

New User for Existing Company Registration

Mote: If you are a Contracting Officer, please register using the Contracting Officer Registration Page

Campany Information
VETS-100 Company Humber:

Employer ldentification
Mumber {EIN):

Contact Info

First Name

il

Last Name

Email:

Phone: {

Password:

|l

Confirm Password:

Register |

ITyou have already registered and have a confirmation code, please enter the code on the Bedistration Confirmation Page

Change Password 'ﬁ

Password must be at least 8 characters, use at least one digit and one alphabetic character, and must not contain special characters.

Figure 12 — New User for an Existing Company Registration Page

2. After you click REGISTER, an email confirming successful registration (Figure 10) will be sent to your

chosen email account.

3.  Open the email message and click Confirm VETS-100 Report Registration to proceed. You can also access

the Registration Confirmation Page from the Registration Screen (Figure 7).
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4. Copy the validation code in your e-mail message. Paste this string of letters and numbers into the
Registration Confirmation field. (Figure 13)

(NOTE: You can also write the code on a piece of paper to retype in the form, however, the electronic copy and
paste functions will prevent entry errors)

5. Click the SUBMIT button.

“ zegister Contact

b 4 Change Passward

Back |

Registration Confirmation

Flease paste inthe wvalidation code from your confirmation email and press Submit.

|

Figure 13 — Submit Confirmation Code
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Contracting Officer Registration

If this is your first time accessing the VETS100 system since 11/01/2011 you must register. Click Contracting
Officer Registration Page from the main screen as shown in Figure 14.

Veterans' Employment and
Training Service

Login Jegister Contact

Change Password

VETS100

VETS100 Login, Current Cycle:2011

Important Hote for all VETS100 Users:

Due to & neces=zary system change, all historical user accounts and information were remowved from the YETS100 system
effective 1003172011 . Az 3 result, ALL USERS are required to complete a nenw registration for the WETS100 application. During the
new registration process you will receive a new account and your company will receive a neve Company Code. Only the new
company code will allovy wou to access your account. |t is important that you retain your neve Company Code as it will be required
if & nenw uzer needs to be added to your company's account in the future.

To access the WETS100 application, pleazse chooze from the options below:
1. To register & company for the 2011 cycle : Begister for the 2011 cycle.

2. Tolog irto the YETS100 system (for those who have registered for the 2001 cycle)

EmalL: |

Fassweord: |

Lo

3. If wou have already completed a registration for the 2011 cycle but forgot your password: Forgot Password?

4. If wour company has already completed a registration for 2011 cycleand you want to add another company contact person:
Creste Mewe User for Existing Company.

5.1 wou are a Federal Contracting Officer and want to register for an accourg: Contracting Officer Registration Page

Report Wizard

Use the Report Wizard to determing which report (WETS-100 or WETS-1004) if any your company is required to complete.

Figure 14 — Contracting Officer Registration
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1. Complete the registration form by entering your company’s information into the appropriate fields and
click the REGISTER button as shown in Figure 15.

(NOTE: To register as a contracting officer, you are required to use an email address from a .gov, .mil, or .edu
domain.)

Change Passward 'ﬁ

Back

Contracting Officer Registration

Contracting Officer Contact Infarmation

Organization |Guvemmem Agency

First Name |Contracting

Last Mame |0Fﬁcer

Email: |GAgency@testagency.gov

Phone:

Password must be at least 8 characters, use at least one digit and one alphabetic character, and must not contain
special characters.

Password: I....----
Confirm I—

(1111111}
Password:

Figure 15 — Contracting Officer Registration Data Entry

13 VETS100/VETS100A
Contractor User Manual for 2011



1. After you click REGISTER, an email confirming successful registration (Figure 16) will be sent to your
chosen email account.

ear-Contracting-Officer
.

Email:-GAgency @ testagency. govy
.

Please-confirm-vour-VETS-100-registrationby-clicking-on-the-link-below.
-

Confirm-Vets-100-Reporting-Svstem-Registration”]
-

Ifvou-donot-see alink please-visit -https:'webapps. dol gov/vets100 regeonfirm . aspx-and-copv-and-paste-the-
following-information-in-the-"Registration-Code"-box |
-

QACEA3T640DBI34EB3CAX30821DIFS2E2DE532EY

-
Ifvonneed-anv-assistance - Please: contact-the-Vets1 00-Customer Support-at¥
1-866-237-0275-orsend-an-email-to:y
Vets100-Customer Support @ dol. gov¥

Figure 16 — Confirmation Email

2. Open the email message and click Confirm VETS-100 Report Registration to proceed.

(NOTE: You can also access the Registration Confirmation Page from the Registration Screen) (Figure 7)

3. Copy the validation code from your e-mail message. Paste this string of letters and numbers into the
Registration Confirmation field. (Figure 17)

(NOTE: You can also write the code on a piece of paper to retype in the form, however, the electronic copy and
paste functions will prevent entry errors)

4. Click the SUBMIT button.

“ zegister Contact

b 4 Change Passward

Back |

Registration Confirmation

Please paste inthe validation code fram your confirmation ermail and press Submi
| 9AC8A3J646DB134EB3C4X39821D1F52E2D4532E

Figure 17 — Submit Confirmation Code
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Enter/Edit Information

Login

If you have already registered your company, enter your credentials (email and password) and click Login as shown
in Figure 18.

Change Passward

Back |

VETS100

VETS100 Login, Current Cycle:2011

Important Hote for all VETS100 Users:

Due to & necessary system change, all historical user accounts and information were removed from the YETS100 system
effective 1003152011, A= aresult, ALL USERS are required to complete a newy regiztration far the VETS100 application. During the
nevy registration process you will receive a nevy account and your company will receive a new Company Code. Only the nesw
company code will allowy you to access your account. | is important that wou retain your new Company Code az it will be required
it & newy uzer needs to be added to your company's account in the future.

To accesz the WETS100 application, please choose from the options below:

1. To register & company for the 2011 cycle . Redister for the 2011 cyele.

2. To log inta the WETS100 system (for those who have registered for the 2011 cycle)

Emall: | youremail@youremaildomain.com

Passwnrd:l 00000000

3. If you have already completed a registration for the 2011 oycle but forgot your password: Forgot Passweord?

4. 1f your company has already completed a registration for 2011 cycleand you want to add another company cortact person:
Create Mew U=zer for Existing Company.

a. If you are a Federal Contracting Officer and wwant to register for an account: Contracting Officer Registration Page

RFeport Wizard

Uze the Eepott Wizard to determine which repaort (WET=-100 or YETS-1004] if any your company is reguired to complete.

Figure 18 — System Login
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Main Menu

After logging in, the Main Menu will load. (Figure 19)

Home Logoff Help Contact
(o Change Passward e ﬁ

Main Menu

Welcome, Company Number: T130254
Ima Test Hod Test

2342 amywhere
adfasdf MO 34567
LUpdate Company Info

Wizard
ReportWizard to determine which Report (YETS-100 ar VETS-1004) your company is required to complete.

File a New Report
4 )EileVETS-100 Report  File YETS-1004 Report

Upload Electronic Files
6 Lpload YETS-1004ETS100A Electronic Submission  Upload Multinle Establishment State Consolidated Hiring Locations

Reports Previously Filed Generate All Selected PDF's Select Al
Company Mo, | Company Mame Hiring Location EIN Processed | Edit | Wiew POF | Select
1 Ho4 Test prime
T130254 2342 anywhere 2342 Anywhere 12-3456788 1002002011 & Edlit **ETS-10024 Wigww PDF —
adfazdf MO 34567 adfazdf MO 20456

Figure 19 — Main Menu

Several tasks can be initiated using the links on this screen.

LINK ACTION

Change Password Change your password

Update Company Info Update any of your company information except the company
number.

Report Wizard Determine if you have to file and which form(s) to file if you do

File VETS100 Report Electronically file a VETS100 Report

File VETS100A Report Electronically file a VETS100S Report

Upload VETS-100/100A Electronic Upload your VETS 100/100A Report(s) in batch format
Submission

Upload Multiple Establishment — Upload your VETS Multiple Establishment — State
State Consolidated Hiring Locations Consolidated Hiring Locations Report in batch format
Edit reports Edit any previously filed report
View Reports Previously Filed View any of your previously filed reports
16 VETS100/VETS100A
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1. Change Password

To change your password, click the Change Password link on the Main Menu page. The Reset Password screen will
appear as shown in Figure 20.

1. Enter your new password.
2. Re-enter it in the confirm password field.

3. Click the RESET PASSWORD button.

4. A message will either confirm the change or explain why it was unsuccessful. (i.e. Password and Confirm
Password must match).

Change Password

Back |

Reset Password

Password must be at least 8 characters, use at least one digit and one alphabetic character, and must not contain special characters.

Mew Password: |

Confirm Password: I

Reset Password |

Chan e Password ‘ﬁ

Back |

Reset Password

Password must be at least 8 characters, use at least one digit and one alphabetic character, and must not contain special characters.

New Password: I
Confirm Password: I

Reset Password IPasswurd was successfully changed.

Figure 20 — Reset Password
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2 Update Company Information

Your company number is unique and is generated by the system. All other company information can be changed by

following these steps: (Figure 21).

1. Change any value on this screen except Company Number.

2. Click the SAVE RECORD button.

Contact

Change Password

Back

Ci

o [[Ta0254

Company |H04 Test

|nddress ||2342 anywhere

ity [adfasaf

|C|Junt3;r ||Cu|pepper State|MOjZip |3456?'

|EIN [32-2322344

|Primary Contact Info

|First Name ||Ima

|Last Name |Test

Status | Active el

el li555) 555-5555 ext

|Emai| ||imatest@testho4.com

Hotes
=l
[

3. Report Wizard

Figure 21 — Update Company Information

This wizard is exactly the same as the one accessed from the login screen. For details on how to run the wizard see
the Report Wizard section of this manual starting on page 2.

18
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4.

File VETS 100 Report

Enter company information in this screen to complete the VETS-100 report. (Figure 22)

1.

Change any accessible value on this screen.

(NOTE: To view definitions for any term on this screen, click the Help tab and open VETS Frequently Asked

Questions)

2.

Click the SUBMIT button.

Chanije Passwiord

Eack

New Hirihg Location Vets-100

I" Org Type -
Company No.: T130354

Name of Parent Compamy: Hod Test

County: Culpepper

Name of Primary Contact: |mz Test

j I Form Type -

EIN: 33-23272344

Address: 2342 anywhere adfasdf MO 34567

Telephone: (555) 555-9955

Name of Hiring Location |

Address |

city [

County |

sate[ lzw_______ |

= msc# Period Ending

MAICS ‘ DUNS |7-

e

HUMEBER OF EMPLOYEES | HEW HIRES [FREVIOUS 12 MONTHS)

Tatal Mew
Special | Vietnam Other Special Wietnamn Recertly Other Hires, Both
Dizabled Era Protected | Disabled Era Separated | Protected |Veterans and
Weterans | Weteransz || Veterans Weterans | Weteramz | Waterans eterans Mon-
Job Categories L] (o) [F] (@] eterans (5]

|Dﬁi cials and Managers |

-~

Professionals

(%)

Technicians

o

JESSEEENNN
JENEREENEEE
EEEEEEREE

Sales Workers |

Office and Clerical

Craft Workers [ $killed)

-

Operative [ Semi-zkilled]

-

Laborers [Unskilled)

Service Workers

|Tcda|

I

an

-~
=

Maximum Murnber l:l Minirum Murnber I:I
Submit

Figure 22 — VETS100 Form
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5. File VETS 100A Report
Enter company information in this screen to complete the VETS-100A report. (Figu

1. Change any accessible value on this screen.

re 23)

(NOTE: To view definitions for any term on this screen, click the Help tab and open VETS Frequently Asked

Questions)

2. Click the SUBMIT button.

Contact

b

(0§ chanue Password

Back

New Hiring Location Vets-100A

|-- Ory Type -

j | Farrn Type -

| msc Period Ending

Company No.: T130254

Name of Parent Company:

Hod Test

EIN: 32-2322344

Address: 2342 anywhere adfasdf MO 34567
County: Culpepper

Name of Primary Contact: [z Test

Telephone: (555) 555-5555

Name of Hiring Location |

Address |

City |

State |

~lap -

County |

NAICS

|ouns -

- |em[_- |

Plzase enter numbers greater than zero

NUMEER OF EMFLOYEES NEW HIRES [PREVIOUS 12 MONTHS)

Total

Merw

Total Hires,

Arrred Ernployees Arrned Both
Forces Both Forces ‘eterans
Other | Service | Recertly | “eterans Tther Service | Recently mnd Hon

Dizabled |Protected | Medal |Separated | and Mon-  |Disabled |Protected | Medsl  |Separated -
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Figure 23 — VETS 100A Form
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6. Upload Electronic VETS 100/100A Reports
Follow these steps to upload an electronic VETS-100/100A report.

1. From the Main Menu screen, click Upload VETS-100/100A Electronic Submission which brings you to the
screen as shown. (Figure 24)

2. For instructions on filing each type of form, click either the INSTRUCTIONS FOR VETS100A
ELECTRONIC SUBMISSION or INSTRUCTIONS FOR VETS100 ELECTRONIC SUBMISSION
button. (Figure 24)

3. Click the BROWSE button.
4. Navigate to the electronic file on your computer and click the UPLOAD FILE button.

(NOTE: If you need to upload both reports you will need to upload each one separately.)

Chan e Password 'ﬁ

Back

Electronic File Upload(Vets100/Yets100A)

Import File (YETS1 000 ets1004): | Browse... |

Instructions For YETS1004 Electronic Submission |

Instructions For WETS100 Electronic Subrission |

Upload File |

Figure 24 — Upload VETS100/VETS100A Electronic File
5. A message will either confirm the upload or explain why it was unsuccessful. (Figure 25)

(NOTE: If there are errors, you must make corrections and resubmit.)
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W Completed vour File Wras Processed Successfully.

Yieny Hiring Locations

File Irfao:

Company: T1302354 ile: VETS-100 Electronic.bd

Total Rowes in Crata File: 7

File Detzils

Irpiart File Type: WET 51004 Compary Mo: T1202322

Rowwd Processed

o2 Processed.

o3 Processed.

Rownd Processed

oS Processed.

Rowel Processed.

RownT Processed
File iz Walid

. Repartil:
Fepartil:
Fepartil:
. Repartil:
Fepartil:
Fepartil:
. Repartil:

1285760
1285770
1285774
1285772
1285773
1285774
12857 TE

Figure 25 - File Upload Status Message
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7. Upload Electronic Multiple State Consolidated Hiring Location File
Follow these steps to upload an electronic multiple-state consolidated hiring location file:

1. From the Main Menu screen, click Upload Multiple-State Consolidated Hiring Locations

2. For instructions on filing each type of form, click the INSTRUCTIONS FOR ELECTRONIC
SUBMISSION button. (Figure 26)

3. Click the BROWSE button.

4. Navigate to the electronic file on your computer and click the UPLOAD FILE button.

Change Passward Vﬁ

Back |

Electronic File Upload

Irnport File:l Browse... |

Instructions For Electronic Submission

Upload File |

Figure 26 — Upload Multiple-State Consolidated Hiring Locations Electronic File
5. A message will either confirm the successful upload or explain why it was unsuccessful. (Figure 27).

(NOTE: If there are errors, you must make corrections and resubmit.)

Back

Electronic File Upload

||-|-|

Impart FiIe:l

Instructions For Electronic Submission

Upload File |

Hiring locations hawve been uploaded successtully

Figure 27 - File Upload Status Message
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8.

Edit Previously Submitted Reports

Follow these steps to edit a previously submitted report.

(NOTE: Once you have submitted a report, a list of all submitted reports will be located at the bottom of the Main

Menu.)
1. Locate the report that needs to be edited.
2. Click either the Edit VETS-100 or Edit VETS-100A link in the report row. (Figure 28)
Reports Previously Filed Generate All Selected PDF's Select All
Company Mo, | Company Marne Hiting Location EIM Processed Edit Wiew PDF | Select
1 Hod Test prime
130254 2542 anyuwhere 2343 frywhere 12-3466780 1002002011 0:37:20 Al Edit VETS-1004 | “dew POF r
adfasdt MO 34567 adfasdf MO 20456
2 PG INC
Hod Test
T130254 2342 anyuhers 500D DAK STREET SUITE o9 0vyyaaq 1002011 1040:26 M Bt VETS-100 “hew PDF r
adfasdt WO 34567 196
CONMAY AR 72032
3 PG INC
Hod Test
130254 2542 anyuwhere 24000 SE TECHNOLOGY 32-R3E344  ADG0/2011 104028 A Edit VETS-1004 | Stew POF r
fandt b 34867 CIRCLE $UITE 13
BENTOMWILLE AR 72712
4 Hod Test PG NG
T130254 2347 anywhere 14120 HEWBROOK ORIVE 322322344 10M20/Z011 10:40:2% Edit VETS-100 “dew POF r
adfasdf MO 34667 CHANTILLY %A 20151 NI
Figure 28 — Edit Report Previously Filed
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3. Make changes to any non-gray text. (Figure 29)

4. (NOTE: The parent company’s information is gray and cannot be edited.)

Chan & Password ﬁ

Edit Hiring Location Yets-100A
|Prime Cortractor x| |Single Establishment lMsc#[0  Period Ending |10/10/2011

CompanyNo.: T130254 EIN: 32-2322344

Name of Parent Compamy: Hod Test
Address: 2342 anywhere adfasdf MO 34567
County: Culpepper

Name of Primary Contact: |ma Test Telephone: (555) 555-5555

Name of Hiring Location Iprime Address |2342 Anywhere
City [adfasdf County [Culpeppe State MO ] zip [20456-

NAICS 123435 | buns [12-345-6759 | em|12-3456789 |

Please enter nurmiers greater than zero

Plzaze enter numbers greater than zero

NUMEER OF EMFLOYEES NEW HIRES [FREVIOUS 12 MONTHE]

Total

Mew

Tatal Hiresz,

Brred Ernpl oyees, BAroned Eoth

Forces Ecth Forces eterans

Cther Service | Recently | Weterans Other Service | Recertly mnd Mon

Dizabled |Frotected | Medal |Separated | and Mon- |Disabled |Protected | Medal |$eparated
Weterans | Veterans |Wieterans | Weterans | Weterans  |Veterans | Weterans Veterans | Weterans fueterans
Job Categorias L] [M] [H] [ (&) [R) 5] m

EXECUTIVE/SENIOR LEVEL 1 Ij Ij Ij
OFFICIALS BND MAMAGERS
FIRST/MID LEVEL OFFICIALS 5 Ij Ij Ij
MO MOHNAGERS

E S B

=

LJLL]

oo
3 8 B

AR RN NN

|PRDFESSIDN.“.LS

|TECHHICI.".NS

L1

SALES WORKERS FEE_E_E_
P.DE:ARI:IES;'EHTIUE SUPPORT F g Ij g Ij
IS

L1

CRAFT WORKERS ’_?

BN RBEN
B8
LWL
LI

|DPER.0.TI\.I'ES

|L.0.BDRERSJ’HELPERS

|$ER\."ICE WORKERS

= i

=

jnn
D -
RN
jnn
R

0” 0|

Maxirnurn Murnber lj Mimirnurn Nurnber

Figure 29 - Edit Report Previously Filed

5. Click the SAVE button.
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9.

View Previously Submitted Reports

Follow these steps to view a previously submitted report

1. Locate the previously filed report to view.
2. Click the View PDF link in the report row.

3. The PDF will open in a separate window.

(NOTE: You need Adobe Acrobat viewer to view the PDF.)

1. To select more than one report, use the SELECT checkboxes.

2. Click the_Select All link to choose all submitted reports. (Figure 30)

Change Password

Main Menu

Welcome, Company Number: T130254
Ima Test Hod Test
23472 anywhere

adfasdf MO 345867
Update Campaty Infa

Report Wizard
lze the RepartWizard to determine which Report (WETS-100 or WETS-1004) your company is required to complete.

File a New Report
File YETS-100 Report  File YETS-1004 Report

Upload Electronic Files
Upload WETS-1004ETS100A Electronic Submission  Upload Multinle Establishment State Consolidated Hiring Locations

Reports Previously Filed Generate All Selectad POF's Seloct All
Company Mo, | Cormpany Mame Hiring Lacatian EIN Processed Edit \iew POF Select
1 Hod Test prirme
T130254 2342 anywhers 2347 Aoywhers 12-3456729 10/2002011 9:37:20 & Edit "ETS- 1004 “dew POF r
adfasdf MO 24567 adfasdf MO 20456
2 PG INC
Hod Test
T130254 2342 anywhers ?ggﬂ DAk STREET SUITE 32-2322344 10/20/2011 104028 Ao Edit WETS-100 “dew POF -
adfasdf b0 34567 CONAY AR 72057
3 PG INC
Hod Test
T130254 2343 anywhers %ﬁDgLSEESLEI.E:?:}DLDGY 322323344 102002011 1004028 A Bdit WETS- 10004 “dew POF r
adfasdf MO 34667 BENTONWILLE AR 72712
4 Hod Test PG INC
T130254 2342 anywhere 14120 NEWBROOK DRIVE 32-2322344 10/20/2011 104028 Ao Edit WETS-100 “dew POF -
adfasdf MO 34567 CHAMTILLY W 20151

Figure 30 — Select Reports to View
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Change Password
Follow these steps to change your password (including forgotten passwords)

1. Click Change Password or Forgot Password from the Home Page screen. (Figure 31)

Veterans® Employment and
Training Service

Laogin egister Contact

Change Passwaord

VETS100

VETS100 Login, Current Cycle:2011

Important Hote for all VETS100 Users:

Due to a necessary system change, all historical user accounts and information were removed from the YETS100 system
effective 1003172011, A= a result, ALL USERS are required to complete a newy registration far the WETS100 &plicaﬂun.
During the newy registration process yau will receive a newy account and your company will receive a newy Company
Code. Only the new company code will allowy wou to access vour account. | is important that you retain your new
Company Code as it will be required if a nesy uzer needs to he added to your company's account in the future.

To access the VETS100 applicstion, please choose from the options below:

1. To regizter a company for the 2011 oycle | Redister for the 2011 cycle.

2. To log into the WETZ100 system (for those who have registered for the 2011 cycle)

EMaL: |

Password: |
Login

3. 1f wou have already completed a registration for the 2011 cyele but forgot wour passwurli: Forgot Password?

4. If wour company has already completed a registration for 2011 cycleand you want to add another company contact
perzan: Creste Mew User for Existing Company.

2. If you are a Federal Contracting Officer and wart to register for an account; Contracting Officer Reaistration Page

Repart Wizard

=e the Report Wizard to determine which report (WET=-100 or YETS-1004) if any your company is reguired to complete.

Figure 31 - Links to Change Your Password
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1. Enter your email address (Figure 32)

2. Click the RESET PASSWORD button.

Fegister Contact

Change Password ﬁ

Back

Reset Password

Email: |

Reset Password |

Figure 32. Reset Password

3. Anemail will be sent to your chosen account. (Figure 33)

Dear-New-Usar 4

.
Email-newuser @nsweompanynet’
.

Please-confirmyour-VETS- 100 registrationby-clicking-on-the-link-below
-

Confirm-Vets 1 00-Feporting-Svstem-Registrationy

-

Ifvou-donot-see alink, please-visit. ‘hitps: 'webapps.dol gov/vets1 00/ regeonfirm aspx-and-copv-and-paste-the:
following-information-in-the"Registration-Code"-box |

T

TACEA3T646DB454EBICAX45678DIF S 2E2D4532 7Y

-
Ifvonneed-anvassistance, - Please- contact-the-Vets100-Customer Support-at¥
1-866-237-0275-0r-send-an-emailto:f
Vets100-Customer Support fidol. gov?]

Figure 33. Reset Password Email

4. Open the email message and click the Confirm VETS-100 Reporting System Registration link to proceed.

5. When the VETS system loads in your browser, you will be prompted to reset your password.
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